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Introduction

The Person Model Report Service allows Person Model users to check non-employee status to
determine where non-employees are in the LincPass sponsorship and adjudication process.
The report can also be used to troubleshoot issues with specific non-employee records.

Note: You must be a designated role holder in Person Model to access the report service. If
you require access, please consult your Agency Security Officer (ASO).

Getting Started

Person Model provides four different canned reports. Each report allows you to filter results by
Sub-Agency and some additional fields depending on the report. Several different export
formats are available, including htm, .pdf, and .csv. To sort report results, select the .csv
format. You can then save the report as an Excel file.

You may need to turn off pop-up blockers on your browser before running reports. Issues with
downloading reports in .csv format are typically related to the browser settings and can be
resolved with the following modifications to the IE7 settings. Please keep in mind that menus
may vary depending on the Internet Explorer (IE) version used. Note: Per individual agency
IT policies, users may need to gain approval and request assistance from their IT staff to
complete these changes.

Ensure the website is a trusted zone

If icams.usda.goV’ is not an |E trusted zone(icams.usda.gov is not an trusted zone by default),
the site can be added to the trusted zone as shown below and download related settings of the
trusted zone can be modified instead of the ‘internet zone’ if the user does not want to modify
the internet zone settings.

Start IE

Click on Tools

Click on Internet Options

Click on Security tab

Select Trusted site

Click on sites button

Enter https://icams.usda.gov/ in the text box and click on add.

Ensure Download settings are set to ‘Enable’

Start IE

Click on Tools

Click on Internet Options

Click on Security tab

Click on Custom level

Scroll down to Downloads and ensure all are set to Enable.
The IE7 browser settings should be as shown below:
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,gﬁ Downloads
,g;ﬁ Automatic prompking For file downloads
) Disable
© B =
,g;ﬁ File download
) Disable
(¥} Enable
,g;ﬁ Font download
) Disable
(¥} Enable

{:} Prompk

Figure 1: IE7 Browser Settings

Accessing Person Model Reports

1. To access this report, log in to Person Model (https://icams.usda.gov/) and log in using your
Person Model user name and password.

2. Select Non-Employee Processing, then Person Model Reports.

3. Select the report you wish to run by selecting the hyperlink from the left navigational menu
or the corresponding icon.

Search: Main htenu > Non-Employes Processing »
10| [ nesRepons
[ My Favorites .
[ Emplayee Self Senvice e
Workforce Administration = | ocafion Report NonEmgoneeProcess Periotl of Performance Report
sllonErnioyee Broceceing Location Report Non Employes Process Period of Performance Report

= Location Repart

= \on Employee Procass § Summaw REEDF‘

= Period of Performance Summary Report
Report

= 3Ummary Report

Figure 2: Accessing Person Model Reports
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Running the Reports

Run Control ID

The following steps will show you how to set up a Run Control ID. The Run Control ID serves
as a reporting session ID, or a report processing ID, and is only available to the person who
establishes it. Users only have to set up and save their Run Control ID once, but may choose to
set up more than one. Once set up, the Run Control ID saves the user’s reporting parameters

and reporting history.

For this example we will be working with the Summary report. Follow this process to set up Run
Control IDs for each set of report parameters you want to save.

1. On the “Summary Report” menu link, click the Add a New Value tab:

-!_-:.":‘1.! L 'u:\:_l' I ;

Menu =

Search:
©)

Summary Report
[ Emploves Self Service Enter any information you have and click Search. Leave fields klank for a list of all values.

[> My Favorites

[ Workforce Administration
~ Mon-Employee Processing [ Find an Existing Value ' Add a Mew Value :
- MEIS Reports L
— Location Repart
— Mon Emplovee Process

— Period of Performance »
Repor [case Sensitive

— Person Information Search | advanced Search

— Add a Mew Relationship

— Maintain a Persans
Assignment

El=r T T Tt e Pt T e

Search by: Run Control ID begins with

Find an Existing Value | Add a New Value

2. Enter a new Control ID (choose any unique ID, such as your initials or Monthly Summary
Report) and click Add:

Summary Report

{ Eind an Existing Value | Add a New Value

Run Control ID: A5

=

Find an Existing Value | Add a New Value
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3. On the Report Run page, click the Save button to store your Run Control ID.

[ Mon Employee Summary Report

Process lonitar Run

Run Control Dt AG Eepart [lanager

Language: English |+

Agency AG Departrment of Agriculture

Sub-Agency Q

All Sub-Agencies will be included on repert if not selected.

L\ Return to Search | [=] Notify | S Add

Normal process steps

Now that you have set up a Run Control ID, you may begin running reports. For this example
we will continue using the Summary Report.

1. On the “Summary Report” menu link, enter your “Run Control ID” & click the Search button:

Summary Report
Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value Y Add a New Value

Search by: Run Control ID begins '-.-v'itrl AG

[lcase Sensitive

Search | dvanced Search

Find an Existing Value | Add a Mew Value
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2. Tofilter by Agency, enter a “Sub-Agency” value. System Administrators may leave it blank

to display all of USDA.
3. Click the Run button to start a new report.

/ Non Employee Summary Report Y I
Run Control I~ AG Feport Manager Process Monitd Run | I
Language: [

Agency AG Department of Agriculture

Sub-Agency o'

All Sub-Agencies will be included on repaort if not selected.

4. You will be directed to the Process Scheduler Request screen.

5. Select how to run the report:
a. To store the generated report within the Person Model website, select Web as the Type.

b. To send the generated report as an email attachment, select Email as the Type.

6. Select the report format:
1. Select an option from the Format list.

7. Click the OK button to create the new report:

Process Scheduler Request

User ID: MEISZWO1 Run Control ID: &G

Server Hame: -|¥| Run Date: 09/22/2011 [

Resetto Current DateTime |

Run Time: 5:87T1TFM
Time Zone: EST Q, Eastern Time
Process List
Select Description Process Name Process Type *Type *Format Distribution
ZMONSUM ZHONSUM SOR Report Web  |w Distribution
oK Cancel

8. Notice the Process Instance number assigned to the new report.
9. Retrieve the new report:
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a. If you chose to have the report sent as an email attachment, you are finished. Click the
Save button. You will receive an email from RA.mdbeltsvi3.AMDCTest@one.usda.gov.
with the report attached.

b. If you chose to have the report stored within Person Model, click the Report Manager
link.

|/ Mon Employee Summary Report |

Run Control 100 AG

Language: English v

Report Manager Process Monitor R |

Process Instance 8077

Agency AG Department of Agriculture

Sub-Agency &}

All Sub-Agencies will be included on report if not selected.

2\ Return to Search

B save

Notify | Es Add

10. Click the Administration tab.

11. You will see the new report that was generated in the Report List area. The most recent
report is first in the list. If the Status of the report says “Processing” or “N/A”, click the
Refresh button to see if the report is ready. Once the Status says “Posted”, the report is
ready. Click the “Description” name to oEen the report:

) List Y Explorer lAcIministratiDn W Archives
User ID: Type: v Last: 1| Hours v

Status: |¥| Folder: || Instance: o

Customize | Find | View All | B First B 15 of 5 L7 La st

Description Request DateTime Format Status Details

ZMOMSLIN e Acrobat

e Postad

ZNOMSUM s Acrebat

Posted

The new report will open in a new window. Make sure your web browser is NOT blocking pop-
ups.
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IEEE'.’EECOD)‘ = ;-__ @ W \":' I} Select E} ("“J\v ._L x| ® [51% |+ @ 03 A - _ésignv !

Ll

4 -
UEDA/ EmpowER -
292242

L Report ID: EHONSIM SUMMRRY REPORT
Tatabase:

Summary All USDA, ALl UEDA Sub-Agancics

Rgsncy Total Noo-Employsa
Coda Agancy Iescriptico Indentitics

Voluntears Interns Affiliztas Fallows

1

UETR EE) [ 1

0l 0ffics of tha Sacratary 133
02 Agricultural Marksting Sarvics
03 Agricultural Rsssarch Ssrvice 5,253 1
11 Forast Earvice El El
13 Offics of Commnications 50
office of tha Geparal Counsal ELS
Watural Rascurces Comservatiom Ssrvice
2 Ecomomic Resaarch Servica 333
0 Wational Agricultural Statistics Ssrvice 1,00z
Tative State Resaarch, Bducaticn, and Extensico Sarvics
ics of tha Inspactor Gamaral

4 and Nutrition Ssrvice

Inimal and Plant Health Inspectico Barvics

36 Crain Inspecticn, Packers and Stockysrds Administratico

37 Focd Bafsty and Inspsction Service

ics of Chisf Economist

N

IA Departmental Adninistration
FICE OF CIVIL RIGHTS

FICE OF THE EXECUTIVE SECRETARIAT

FA Farm Barvics Agency

IT office of tha Chisf Informatico OEficer

)

On the Administration Report List page, click the Save button and then click the Go back to
Summary Report link to navigate back to the main Report page:
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US Dept of Agriculture
Eaapow 11 Home | Workist | Addto Favorites | Signou
Search: Mew Window | Help | Customize Page | ph
b Wy Favarites I List | Explorer Y Administration | Archives
[ Employee Self Service
[ Worlkforce Administration 1
= Mon-Employee Processing User ID: Type: Last: 1 |HDLII’S [v]l Refresh |
¥ NEIS Reports Status: | [v| Folder:| [+] instance: to:
— Location Report
~ MNon Emplovee Process Customize | Eind | View All | B First (] 1.5 o5 [F] Last
— Period of Performance Report P
Report Select ﬁ& ﬁnce Description Request DateTime Format Status Details
— Summary Report - —
— Person Information 7327 BUTT ZNORSUL ! ol Posted  Details
— Add a Mew Relationship e ! T8
~ Maintain a Persons 7325 8076 ZNONSUL 09/22/2011 Acrobal  pocted  Details
Assignment 3:8T13PM (*.pdf)
— Person Organizational NPT 09122/2011 Acrobat ;
S e 7325 8075 ZNONSUM 53159P 1 * pd Fosted Cetails
— Company/Organization
- irE: mme 7321 807 ZNDNSUN ! ﬁcfd’;at Posted  Details
[» EmpowHR Setup Tables D§I2ér2ﬂ1l1 A. h.l ;
(HD) 7319 8089 ZNONSUN e Acrond Posted  Defails
[ SetUp HRMS 5:18:59PM (* pdf)
[ Worklist ol
I Reporting Tools Select Al Deselect All
B Chan e %I Click the delete button to delete the selected repart(s)
— My Personalizations
B G0 back to Summary Report
— My Dictionary
— EmpowHR Documentation
B save

List | Explorer | Administration | Archives

When running reports, users should as shown below. Please keep in mind that Oracle’s
recommended format for XMLP reports is PDF for performance reasons.

A. Summary Report

The Summary Report provides summary numbers of non-employee identity types, sponsorships
and adjudications, and citizenship for all USDA, to be used for statistical tracking and progress.

—
Search:

> Wy Favrites / Mon Employee Summary Report |

[ Employee Self Service

[ Workforce Administration Run Control I AG Report Manager Process Monitor Run

= Mon-Employee Processing
= NEIZ Reports Language: ETE. ~

= Location Report

= Mon Emplovee Process

= Period of Pedformance .
Bonod Agency AG Department of Agriculture

= Summarv Report
= Persan Information Sub-Agency Q Matural Resources Conservation
= Add a Mew Relationship
= Maintain a Persons All Bub-Agencies will be included on report if not selected.

Assignment
= FPersan Orqani-—:ati-:lnal

Figure 1: Summary Report
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Step 1. Select Summary Report from the navigation menu.

Step 2. Use the lookup function to find the Sub-Agency code. System Administrators may
leave this field blank for a full report that includes all Sub-Agencies.

Step 3. Follow the normal process steps covered in the previous section to choose an export
format.

The system will display the summary numbers for the selected criteria in the following columns:
Total Non-Employee Identities, Contractors, Volunteers, Interns, Affiliates, Fellows, Sponsored,
Adjudicated, US Citizens, Foreign Nationals.

B. Non-Employee Process Report

The Non-Employee Process Report provides a list of all individual non-employee identities
within a specific USDA sub-agency, including their progress in the HSPD-12 process, details of
their organizational relationships with the USDA sub-agency, and role holders who have taken
action on their records. This report is to be used for responding to audits and for tracking,
progress and trouble shooting.

o)

[/ Hon Employee processing report |

[ My Favorites
[ Employee Self Service
[>';’]"ur}clfzorcel.-’-\dmi;istratinlj Run Control ID: AG Reportlanager  Process Monitor
— MNaon-Employee Processing
< NEIS Reparts Language: Engisn 2
Location Report
0 ployee Proce
Tenog o Penaiance
Report
Summary Repor
- Person Information [ Sub-Agency 16 |3, ] Matural Resources Conservation
- Add a Mew Relationship
- Maintain a Persons All Sub-Agencies will be included on report if not selected.
Assignment
- Person Organizational

Run

Agency AG Department of Agriculture

Figure 2: Process Report

Step 1. Select Process Report from the navigation menu.

Step 2. Use the lookup function to find the Sub-Agency code, or leave this field blank for a full
report that includes all Sub-Agencies.

Step 3. Follow the normal process steps covered in the previous section to choose an export
format.

The system displays the data in the following columns: EmplID, Last Name, First Name, Middle
Name, Suffix, Country of Citizenship, Organizational Relationship Status, Organizational
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Relationship Type, Period of Performance Start Date, Period of Performance End Date, USDA
POC First Name, USDA POC Last Name, Agency Code, Agency Description, Data Entry OpriD,
Identity Record Date, Sponsored, Sponsor OprlD, Sponsorship Date, LincPass Required (Y/N),
Card Ship Address Code, Adjudicated, Adjudicator OprID, Investigation Status, Date Result
Entered, Clearance Granted, Clearance Date.

C. Period of Performance Report

The Period of Performance Report provides a list of all individual contracts, grants or
agreements within a specific USDA sub-agency within a selected date range and allows the
user to narrow the results by selecting contract/grant/agreement details. This report is to be
used for preventing untimely LincPass terminations.

)

[ My Favarites
[ Employee Self Service
[> Worldorce Administration
=~ Mon-Employee Processing
= MEIS Reports
Location Repaort

[u) olovees Frore

= Period of Performance

Report

J Period of Performance Report

Run Control ID:  AG Run

English R

Report Manager Process Monitor

Language:

Agency AG Department of Agriculture

SUTTITTENY REIOTT

= Person Information

= Add a Mew Relationship

= Maintain a Persons
Assignment

= Person Organizational
Summary

= Company/Qrganization

= Caontract Information

= Mon Employee Information

= Contract Assignment

Sub-Agency 16 |Q Matural Resources Conservation

All Sub-Agencies will be included on report if not selected.

ﬁumber of Days v

All

Last 30
Mext 120
Mext 30

= MEIS Adjudication
Information

K Mext 60

Figure 3: Period of Performance Report

Step 1. Select Period of Performance from the navigation menu.

Step 2. Use the lookup function to find the Sub-Agency code, or leave this field blank for a full
report that includes all Sub-Agencies

Step 3. Select a date range.

Step 4. Follow the normal process steps covered in the previous section to choose an export
format.

The system displays the data in the following columns: PIID/Contract ID/Grant or Agreement
Number, Agency Code, Agency Description, POP Start Date, POP End Date, USDA POC First
Name, USDA POC Last Name, Company/Organization Name
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D. Location Report

The Location Report provides a matrix of numbers of non-employee types by physical location
for all USDA sub-agencies. This report is to be used for statistical analysis and reporting to
determine where the non-employee populations are located geographically for each sub-
agency.

Search:

)

/ Mon Emp Location Report

[> My Favarites
[ Employee Self Service
b Workforce Administration Run Control ID:  AG Report Manager  Process Monitor

Run

= Mon-Employee Frocessing
= NEIS Reports Language: English {4

= Location Report
THUTT ETTTRITOYES T TULE
Feriod of Performance \ _
Agenc AG of A
Report gency | Department of Agriculiure
Summary Repart
= Person Information Sub-Agency 16 |Q Matural Resources Conservation

= Add a Mew Relationship
= Maintain a Persons

Assignment
= Person Organizational
- .

All Sub-Agencies will be included on report if not selected.

Figure 4. Location Report

Step 1. Select Location Report from the navigation menu.

Step 2. Use the lookup function to find the Sub-Agency code, or leave this field blank
for a full report that includes all Sub-Agencies.

Step 3. Follow the normal process steps covered in the previous section to choose an export
format.

The system displays location information and summary level totals in the following columns:
City, State, Contractors, Volunteers, Interns, Affiliates, Fellows, and Sub-Agency Totals.

Sorting the Report Results

If you would like to sort the report results, choose the .csv format. You will be prompted open
or save the report in a location of your choosing.

Help Resources

Questions about this Guide or HSPD-12?
USDA HSPD-12 Website: http://lincpass.usda.gov
Contact the USDA HSPD-12 Help Desk: B Linc
Toll Free: 1-888-212-9309

Email: USDAHSPD12help@dm.usda.gov
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